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	Requirement
	FP
	QTM
	TM

	location
	Services can be provided on the Office's premises (i.e. on-site), outside (off-site, near-site or on third party premises) or combined. If the Contractor wishes to provide the services partially or completely outside the Office’s premises (i.e. off-site, near-site or third party premises) and the Office agrees, a control mechanism must be presented by the Contractor that will be used by the Office to supervise and guarantee the correct service provision.
	x
	x
	x

	
	Services are normally provided on the Office’s premises (i.e. on-site).
	
	
	x

	content
	The Contractor must present the offer, including a detailed analysis if requested, corresponding to the requirements as specified in the RfO (e.g. administrative conditions, technical specifications, timeframes, project plan, milestones, work packages, deliverables, activities, deadlines, etc.).
	x
	x
	

	
	The Contractor must present the offer corresponding to the requirements as specified in the RfO. The persons proposed by the Contractor must be in accordance with the requested profile description and the specific needs of the Office. 
	
	x
	x

	
	The offer must specify the profiles, roles, activities, responsibilities and dedication (activity-days or person-days) in accordance to Office’s needs. The rates for the person-days are specified in the FWC. 
	
	x
	x

	
	The offer must include an outlined project- and work-organisation plan and must clearly describe the proposed activities (milestones & deliverables). Optionally it can describe the team structure, the complete list of profiles and their names, responsibilities and dedication in person-days and the % of activities on-site, off-site, near-site and on third party premises.
	x
	
	

	expenses
	The offer must be all inclusive covering all direct and indirect costs (e.g. overhead costs, travel expenses, etc.) and if the services are provided off-site,  near-site or on third party premises, the Contractor shall insure all necessary infrastructures on his premises for the correct compliance. 
	x
	x
	x

	persons
	The Contractor must be able to propose at least two qualified persons per requested profile.
	
	x
	x

	
	Curriculum Vitae (CV) should be presented in accordance with the Europass model. All information indicated in the CV has to be true and validated by the Contractor.
	
	x
	x

	
	The persons proposed must be available for interviews (to be held at the Office’s premises or via video conference or telephone). The objective of these interviews will be to validate the technical competences of the person according to the requirements of the Office’s request.
	
	x
	x

	
	The persons proposed who have been selected must be available as specified in the offer and upon Office’s request.
	
	x
	x

	
	At the Office’s request, the Contractor must replace persons whom the Office deemed incapable of carrying out the specified tasks according to the required standards. The replacing person shall have the same profile and will be given sufficient training during an adequate handover period of at least 10 working days, so that he/she may be immediately operational when the original person is withdrawn. Any such replacement and training, if required, will be carried out at no additional cost to the Office.
	x
	x
	x

	
	The Contractor shall give a month’s notice to the Office of any changes in the team. The prior written agreement of the Office is required. This approval shall only be granted for imperative reasons.
	x
	x
	x

	
	If the original person is no longer able to provide the services, the Contractor is obliged to immediately inform the Office, provide a competent person in replacement and arrange sufficient training (during a handover period where possible) to guarantee continuity of the service provided to the Office. The replacement person shall have the same profile. Any such replacement will be effected at no additional cost to the Office.
	x
	x
	x

	
	On the Office’s request, during holidays or other periods of planned absence by the contracted person, the Contractor may be required to provide an adequate replacement. The replacement person shall have the same profile and will be given sufficient training and provided with all information necessary to guarantee continuity of the service provided to the Office. All such training and handover work will be carried out at the Contractor's expense.
	
	
	x

	deliverables
	The deliverables (for the FP and QTM modality this refers to the ‘acceptance sheet’ and for the TM modality this refers to the ‘time sheet’) must be delivered on time and according to the conditions as specified in the Specific Contract. Non-compliance grants the Office the right to apply penalties.


	x
	x
	x

	subcontracting
	In the case of the Contractor wishes to subcontract, Article 13 of General Terms and Conditions of the Office applies. The Contractor must request the Office previously for acceptance in accordance to the conditions described in Article 13, along with a detailed description of the involvement and type of services the subcontractor/s will perform. The Office maintains the right to ask for clarifications and reject an offer that does not satisfy the subcontracting conditions.
	x
	x
	x

	meetings
	The Contractor must guarantee his availability for meetings (on-site or via videoconference) between his team members and the representatives of the Office within 2 working days after the request is launched.
	x
	x
	x

	invoicing
	Invoices must be accompanied by an acceptance sheet based on the deliverables as set out in the conditions of the Specific Contract.
	x
	x
	

	
	Invoices must be accompanied by signed off time-sheets indicating the days performed per profile specifying the dates. The minimum unit is generally a half person-day depending on the contractual conditions.
	
	
	x


	*  FP – Fixed price / *  QTM – Quoted Time & Means / *  TM – Time & Means
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